TCM DOWNLOAD
HOW TO DOWNLOAD INFORMATION FROM TCM WEBSITE?

1. Log into the TCM Website as LGA Administrator

a TCH - Login Page - Microsolt Internet Explorer

J File  Edit “iew Favortes Toolz  Help |

Jﬁ,Q,@ﬁaﬁﬁa-?

Back Earaand Stop  Refresh  Home Search Fawortes  History b il Frirk Edif
JﬂddeSS I@ kittpz:/ ftem, dhe. ca.gov/Pagesindes_login.hirl j & Go |J Links **
* CALIFORNIA GOVERNOR'S &«
A CALIFORNIA L T R S A HOMEPAGE HOMEPAGE | |
Omanizations  Comments | S5earch ' Home
Cnlifornla “
Department of
Health - 52
Jerwvices B
TCM System

Welcome to the Targeted Case Management System.

Targeted Case Please login below to begin.
Management
User ID: I—
Passwnrd
Click hers for Privacy and Terms of -
|&] Done \rglﬂ Internet 7

|§i5lalt| =% Saplpd g - | %Mailhuﬁ-.ﬁ.n...l ﬂSAF’ Logon-...l xMicmsoftEH...l T Microsoft 'w... ”@TCH : th\ |“{'}M@§E@ 1:28 PM |

Enter your User ID and
Password
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2. Click on DATA TRANSFER

; TCH - Targeted Case Management - Microsoft Inteinet Explorer
J File Edit ‘iew Favortes Tools Help

J¢v».@ﬁﬁ@$®@-:

Back Farard Stop  Refresh  Hom Search Favortes  History tail Print Edit
JAQIdress I@ https: Aften.dhs.ca.gov/serviet/gov. ca Ahe tomuser U serS ervist j 6’60 |J Links >
* CALIFORNIA GOVERNOR'S
A CALIFOR IA 1t corpen starTE HOMEPAGE  HOMEPAGE

Orgonizations  Comments  5earch  Home

Targeted Case TCM Home Page

Management

—

Welcome to the Targeted Case Management System.

TM Systerm is confidential Medi-Cal information.

. SeeWelfare & Institutions Code, Section 14100.2.

2

|&] Dore |_|ng Intermet
[ istart| ) Sappdiog - .| LaMaibon-an.. | e 54P Logon-.. | g Microsoit Ex.. | B Microsortw.. [[@1TCM - Tar. [P Fdem 131 P

3. Click on DOWNLOAD

; TCH - Targeted Caze Management - Microzoft Internet Explorer
J File  Edit “iew Favortez Tools elp

= _—

oL A | A G 3 | B &S =

Back Fonyand Stop Fefrésh  Home Search Favortes  History b ail Frint Exdlit

J.&gdress I@ https:.ﬂ'x’tcm.dhs.ca.gov!ser\/{eta’gov.ca.dhs.tcm.user.UserSewlet j ﬁGD “ Links **

/
* CALIFORNIA GOVERNOR'S
CALIFRNIA e e Wl B BRI HOMEPAGE HOMEPAGE

Search

Comments Home

Targeted Case TCM Home Page

Management

Welcome to the Targeted Case Management System.

O

;'?
% VWARNING: All information entered into and received from the
TCh Systern is confidential Medi-Cal information.

oo

. SeeWelfare & Institutions Code, Section 14100.2.

&7 ,_ E |4 Intemet

|#Start| ¢ Sapipdiog - | EgMaibos -An_ | gl 54F Logon- | € Microsoft Ex. | B7 Microsoft '/ [[&7TCM - Tar.. [™ M Eie® 1.33PM |
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4. Enter type of PROGRAM and DATE RANGE you want to download

3 TCH - Targeted Case Management - Micrcsoft Internet Explorer

J File  Edit “iew Favortes Tools Help ‘

R Q @ I\ B S =

Back Foraard Stop Hefresh Hnme Search Favortes  History b il Print Edit
J.t’-‘n.gdress IE https:a’.-’tc:m.dhs.ca.guw’sewleh"gov.ca.dhs.tcm.bﬁel.UserServlet \ j ﬁGD |J Links *
+* CALIFORNIA GOVERNOR'S

HOMEPAGE  HOMEPAGE
Search

Home

Comments

Targeted Case
Management Lga Code J

Administrator
Program Type: ﬂ
Quarter: ﬂ
Fiscal Year: 1

Date Range: [mm/DDiC

2o

+ L+

+
tTEERER

& / |_|E_|ﬂ Intermnet
| || Starll =% Saplpd.log - | ] Mailbe -An..J/dSAF' Logan-... | 2% Microzoft Ex.. "@ TCM - Tar._. ¥ Microsaft Wwi... | |b;ﬂ<ﬂ§@@ 1:51 PM

5. Click on SUBMIT

Tips: Select a specific Program type and select a quarter or date range. Leave Fiscal year
blank to get results. For multiple programs select ALL for Program type, enter Fiscal Year to
download current or prior fiscal year data.
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6. You will get this result.

TCM - Targeted Case Management - Microsoft Internet Explorer

J Fil=  Edit “iew Fawvortezs Toolz Help |
5 = —_—

I R E A T = e~ R B REs S — S

Back Earisard Stop Refresh  Home Search Fawvorites  History bl il Print Edlit:
J.-'l‘n.gdrESS IE https:/ftom dhz ca.govezerdet ‘gov.ca.dhz tom. user. U serS erviet j @GD |J Links *
* CALIFORNIA GOVERNOR'S

oo CALIFORNIA THE GOLDEN STATE HOMEPAGE HOMEPAGE

Organizations | Comments | Search Home

-~

Targeted Case
Management

—

'+

HE

E !
NERRRP

|&] Dane / I_Elﬂ Internet
| stant| % sapipdiog- | 2Maibox-An | gl 54P Lodon- | SEMicrosott Ex[[@1TCM - Tar... 7 Micosoitw. | [\ M Ezee zozem |

7. Click where it says, “Click Here”; then you get the dialog box below. Click on Save this file
to a disk. Then click OK.

“J TCHM - Targeted Case Management - Microsoft Internet Explorer

J Fil= Edit isws Faworites Tools Help |

Q@ [ S

earch  Fawarites  History

FE=

b il Prinit Edit

J<:=-,ﬁ>-@ﬁ

Back Earmand Stop Refresh Home

=] @Go ||Links >

e . : CALIFORNIA GOVERNOR'S
HOMEPAGE HOMEPAGE
You have chosen to download a file from this location.

efcounter_data. zip from tom.dhs. ca. gow

J Address I@ https: Ao, dhs.ca.gov.-"servle\(gov.ca.dhs.tcm.u\er.UserS ervlet

Targeted Case weihalwould pou like to do with this file™?
Management
" Op

11 this file from itz current location

o

B
PERRREC

H

I | Zlwans sk before opening this bpe af file

oon

Ok I Cancel I More Info I

|&] Dene Elc Internet
| i Start| 22 Sapipdlo. | EMaibox - | el S&P Log.. | S8 Misosait | &7TEM - Ta | B Micrasaft [ File Downl . [P BB e 2:04 FM
Public Health




8. Another Dialog box appears and will ask you where do you want to save the data to be
downloaded. Select the path where you want data file transferred with extension .zip

" Microsoft Word - TCM_FOBUM_DION._doc

DzEagly | aadt|lo-o a@

”'@ File Edit “Wjew Insert Formak Tools Table ‘Window Help

T
=71
&
1
i

& == ’E| B M 5 -

&

|
=

”I"-.Iu:urmal * TimesMewRoman = 14 = | B I 0O ”EEE = §E = £§ +;§| - 47 . &v
” - = | (] | 4 @ Favarites - | Ga~ | [5 ‘ unDMNSnwonKGRPS\Fiscal\Dw-m Public Healthi TCMyTCM_FORI =
” '@ | All Entrigs « | [dE . /
L] I IR File Download !EIE I 7 .
Save As EHE |
Save in: Ia TCH System D7/wn|n:uads j gl
@iDee encounter_data.zip
BT PGOS_OCT 2ip |
3 PGO3_01.2ip
_ EZ) PHOR_DCT zip
I EJ PHOE_31.2ip
__ File name: encounter data zi Saw
- < Save asbwpe [Windip File j Canegel
§-|E =E K
”Dgawvtgﬁj .‘:\gtDShapEST\\\iDD‘|&7£'A_'ETE.E| /
|Page 5 Sec 4 55 llates ini col s [REC |[RE BT R lan D R V
| #listan| = Sapipd..| 2oMaibex. | gl 54P Lo | 3€Mieroso. | £1T0M - . | 7 Microso. [ Fite Dow. /. P e 215eu |

TIP: Make sure you have WinZip available before you do this step. WinZip is a software
program that compresses the file. It can be downloaded at no cgst from
http://www.winzip.com

9. When you’re sure you have WinZip installed, proceed to click Save.
10. A dialog box appears, just click close.

11. Now you can Log off your TCM system.

This should conclude the downloading process from the TCM system.
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Convert your file from a zip file to a text file usingWinZip

12. Open WinZip. Double click on your folder called encounter data.zip.
Click or highlight data.txt.

EiIE:

actions Options: Help

Fawoarites e CheckD Lik Aizard
M ame | rodified |/ Size | Ratin | Packed | Path |
VIE] __-;|_-§_t_§__lgg-_:_t____ 51401 2:02 P PEZ.964 90 26,233
g
| |Selected O files, O bytes | Total 1 file, 257KE o @

13. Click on Extract. Another dialog box will appear like below. Define path to

save the file to\ThWthis box.

b
Eolder=/drives: E stract
I I ﬁ Desktop
| Files = =8 My Computer Cancel
[ _ F-= 3% Floppy [4:)
& Selected files Fee=a [T Help
Al files Fl-25) (D]
= Files: I -2 Userdata on 'Adrmnst’ (1]
- #-52 Workgrpz on tAdmns]’ [
-85 Metwork Meighborhood
[ Owenarite exizting files é " Elriefc:aseg
[ Skip older files
W Use folder names 4] | LI Mew Folder... I
[=“
| Selected 1 file, 257KE (Tatal 1 file, 257KE @D

14. After transfer of data is completed, rename data.txt file to your preferred filename.
15. Close WinZip Window.
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HOW TO UPLOAD ZIP FILE TO EXCEL OR ACCESS?

16.0pen an empty Excel workbook. Open folder where you transferred or saved your file
from step 14. Click open.

™. Microzoft Excel - Book1

“ﬁ File Edit Wiew Insert Format Tools Data Window Help ;Iilll
“DIEE|§@."$’|J%E.@’|ﬂvmv %@’\{f;glgu .@|1Dn%v @)
[ ari -0 - B I U EE=EE|S % WA ESE L -HA

al = =]

A BE | ¢ | b | E | F | G NH | | 4 | K | L =

Look in: I[:| TCM System Downloads j @l | | IE_ = | |EE| |
PHOS_CL.bxt
BpH09_G1.s
TCM PG encounters 7 2000, kxt L‘ZE'I
TCM PH encounters 7 2000.kxk Advanced. .. |

=] PHO9_OCT kxk
B 1PHDS OCT s

Find files that match these search criteria:
File marme: I j Texk or praperky: I Eind Mo

=] Endbiow |
Files of byvpe: I.ﬂ.ll Files (*.*) ﬂ Last modified: Ianv ke j Mew Search |

| 14 Filefs) Found.

Y P ) Bl PO P () P B R B
e e T e o e e e e e e e R e e L o

4 «[» [m]Sheet1 [ Sheetz [ Sheetd / | 4] | LIJ_‘
Ready I | [ [caps NUM | —
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17.A TEXT IMPORT WIZARD dialog box will now appear.

™. Microzoft Excel - Book1 5] ]
“ﬁ File Edit Wiew Insert Faormat Tools Data Window Help _|5’|5|
Demeany se=ad o - ae|= s 4ilne e v
| aia -w - B I U S=E=E S %, WS EE -S-A
a1 | =]
A B [ ¢ | b | E | F [ &6 [ H ] | 3 [ K | L 7
Text Import Wizard - Step 1 of 3 EE

The Text Wizard has determined that vour data is Ficed Width.
If this is correct, choose Mext, or choose the Data Type that best describes your data.

riginal data type
Choose the file type that best describes vour data:
£ Delimited - Characters such as commas or tabs separate each field.
(g i - Fields are aligned in columns with spaces between each field,

Skark imnpark ak pow: |1 E‘ File Crigin: IWinduws [AMSI) j

Presview of File W \Fiscal\DIV-70 Public Health T2M., \PHOG O T, bxt,

769906034 ATBIN 87124518F 10-02-200| =

709372034 ATBIN g84201330F 10-02-200

261423034 BAILEY 568172486 10-02-200
41852162034 ATTBIN 618174222 10-02-200
51835299034 ATBIN 603065196 10-02-200
LIB0ZRAT0T4 ATUBIN 27148730F 10/02/2DEIL|

m— 0

Cancel | < Back | Mext = I Einish |

4 -
[4[ 4] [m]Sheetl ; Shestz] £ Sheet3 f || o J_l
Ready | | O mM

| i Slaltl :“, Saplpd log - Sﬂ/ | % Inbax - Micrusof...l Q SAP Logon-32 /I/EF Microzoft Word . | IE Microsoft Ex. . ‘5%@5&@@ 2B5 Pt |
/
18. It should be fixed width. Click next.

N T ) P ) ) PR P ol P P B B
o e T e e o B e e e e e e R e e e o
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19.The next dialog box that appears is where you set your break line. Use the template
available in the TCM tutorial to define the start & end positions of the fields

TIP: Set your break line exactly how you want your report to show. Single click where you

O T ) P i Pl ) ) G
e e e e e T P e e e e L

This screen lets you set Field widthe {column breaks),

Lines with arrows signify & cofumn break.

, click and drag it.

To CREATE a break line/click at the desired position,
To DELETE a break ling, double click on the line.
Tao MOVE a break i

/

ﬁﬁile Edit Wiew Insert Format Tools Data Window Help _|E’|l|
DeE SRy | sa2Rad - - ea®|= /2% n®s -3
Aria -0 - B s u EE=E 8%, 9B EE| A
a1 =]
A | ¢ | o [ E | & | & | H L K [ L T
Text Import Wizard - Step 2 of 3 I

Daka preview

: . ﬁ/ e b . i e .
799060134 AUBIN 27124518F 10-02-2000[0] =
TO93720134 AUTBIH S34201390F 100220000
261423034 BAILEY CEE172486 10-02-20000
BE21620034 AUTBIH 618174222 10-02-20001
B352990/34 AUBIH 03065196 10-02-20000
SO26970134 TTEIN g7l4g7acop 1002 -20001] >
Jl i

Cancel I = Back | Finish |

4 [« [» (w1l Sheet1

Sheetz £ Sheetd /

|l

el

Reach I | = MU | —
20.Click Next for the next dialog box for column data format. Click Finish when done.
TIP: Leave it to General or Text format, except for date/time fields.

2
g Text Import Wizard - Step 3 of 3 |
4 This screen lets wou select each column and set
5 the Data Format.
B ‘meneral conwerts numeric walues ko numbers, date " Text
; values to dates, and all remaining values to kext, © Dake: MDY -
g " Do not import calumn (Skip
10
11
12 ~Data preview
13
14 Genera llceeneral GCeneral General
15 769906034 BTBIN A7124518F

09372034 BTBEINH 24201390F
16 261423034 BAILEY LE8172486
17 A52162034 BTBIN 618174222
18 235299034 ATBIN H03065196
19 A026R97034 ITETH 07148785F

A
20
21 Zancel < Back Mexk = Einish \ I
22 = | = TCM System

Public Health




21.Re-format EXCEL Spreadsheet on how you want it to look. Save it to your preferred
filename. You’re ready to run your own reports.

You are ready to do whatever you want on your spreadsheet.

TIP: Don’t forget to save your EXCEL File to an .xIs file. Remember where you saved the
file.

HOW ABOUT ACCESS: The process is almost the same to import directly from
the data.txt file, follow the Import/Link wizard in Access. You can also import
your Excel file directly into MS Access.

22.0pen your formatted EXCEL file. Label your columns as how your report will show.

X Microsoft Excel - PHOG_OCT xls

“ﬁ File Edit Wiew Insert Faormat Tools Data Windowd Help ;lilﬂ
DR aRy|[smrd o/~ 0@ =82 BB -7
[ aril -0 - BIU/SE=E 8%, RREE _-D-A-
Ha | =| VAN HULTEN
A | B | C K D | E | F | G | H | g

1 |Encounter ID LGA Invoice No. Case Manager Client ID Date of Service Date of Birth Last Name Firs_|
2 7E99050 34 ALEBIN g7 124515F 10/2/00 841300 MOREND WAMNES!

3 7093720 34 ALEBIM g4201390F 10/2/00 21175 MOREND MARIBE

4 2614230 34 BAILEY 563172486 10/2/00 3581 COX SUSAN

& 8521620 34 ALEBIN B13174222 10/2/00 12/7/99 | GONZALEZ GERARI

B 8352990 34 ALIBIM G030651596 10/2/00 411358 MEDIMA, ABEL

7 8026970 34 ALEBIN g7 143785PF 10/2/00 10/23/80 CHAVESTE ROCIO

8 GO059S0 0 34 3400/01-24  SHIM 554371413 10/2/00 11/26/86 AN HULTEM IDEERA,

9 2400271 34 OLAMIT 10/2/00 27100 HALVERSON JONATE
10 77o8420 34 BARTLETT B251358275 10/2/00 7559 PEMMINGTON REGIMNE
1 Is41100 34 HOME 5695831433 10/2/00 12/29/70 MELGAR hARLA

12 3493790 34 HOME SREE7SYT2 10/2/00 8721781 MAGLIOCCA TARA

13 3425200 34 HOME 563110979 10/2/00 45571 CHESS SADIE

14 J2E1M00 34 HOME SE3203283 1042700 8BS 3 SKRIFWARS RHOMD.
15 387030 34 HOME 549656041 10/2/00 21231 PINOLA, WEND'Y
16 3041170 34 HOME 552635315 10/2/00 729579 SPARROW JEMMIFE
17 96605340 34 OLAMIT G190375592 10/2/00 24574 HALVERSON HELEM

18 95755820 34 DORRIS 610218326 10/2/00 84100 GLENM IHY A

19 9294280 34 DORRIS a477 720580 1072700 7/5/83 GLENM JEMIFEF
20 FFIed0 34 BARTLETT 10/2/00 FEA NAUY OKS ELIJAH

21 3739600 34 BARTLETT 10/2/00 212848 NAUY QRS DARLEE
22 8217700 34 BARTLETT SE3E10203 10/2/00 411280 PEMMINGTON ANAND,
23 2903380 34 BAILEY B03178634 10/2/00 841389 COX ANMA,

24 62160100 34 SHIR 559785447 1072700 5425/57 BRADSK] JESS J;[
|44 [» [mf*PHOB_OCT / 14 | |
Ready | | [ [caps NUM | — [

| e | Slaltl - Saplpdlog - S;‘-‘-.F'...l 2 Inbox - Microsoft | d SAP Logon-32 4| ¥ Microsoft Word - | Ix Microsoft Exc. .. |§M@5@ 323 P |

TIP: Please maintain confidentiality of information.
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23.0pen your TCM database if one already exists. If not, please create a database just for
TCM tables.

TIP: It would be helpful in the long run to maintain a database just for TCM and protect your
database with a password if you have to share your network with other people in your office.

Backup regularly. DO NOT LOSE THE PASSWORD, IT CANNOT BE RECOVERED!

24.Go to TABLE tab.

@, Microsoft Access

” File Edit Yiew Inserf Tools ‘Window Help

DEEH|ERY B o |E-|&

gE tcm_template : Databaze

Tables

Data_Enitry thIStatus
Daka_Enkry_Test lpload Cratakhl
Dowrload Encounterthl

Inwaiceskatus

Ockpogaoni

Paste Errars

tbiC aseManager

tblLocation

thlCpkionl

thlProgramTwpe

|Fleau:|y | l_l_ W l_ i
| e | Slaltl =% Saplpd log - | 2 Mailbox -.-'-‘-.n...l ﬂSAF’ Logan-... | B Microsoft 'w. . | A% Microzoft Ex. .. ”% Microsoft |“{'}M@§E@ 333 PM |
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25. Right click anywhere on the TABLE tab. Click on Import.

R, Microsoft Access

” File Edit Wiew Insert Tools ‘Window Help

D= E|[=0E e8| =

gEH tcm_template : Database

E Tables I B Queries I Forms I B Reports I 7 I 42 Modules I

Data_Enkry: thlSkatus gz

Data_Entry_Tesk Upload Dakatbl Diesign I

Diownlosd Encountertbl
InwoiceStatus Bew
COctpogool
Paste Errors
tblZaseManager
thiLocation

tbloptionl

Wis

thlPFogramType arrange Icons

i e TEa
-
&
+E3 Link Tables...

E Paste

035 Relationships. ..

|Ready | LM ]
| b= ] Slartl =% Saplpd.log - I B M ailbios - A I & 54F Logor-... I BV Microsoft W I BE Microzoft Ex... II& Microsoft |bﬂ<§|5®@ 3:35 PM |

26.Find the dat

&, Microsoft Access

.txt file you previously saved or the EXCEL file from step 21. Then click Import.

O SE SR EE RS [ 5

ID TCM Systern Downloads

%_OCT-xIs mport |
PR PHOE_Q1.xls

B | PHO_OCT. s ﬂl
EPHDQ_QI xls Advanced... |

HEHEEEEREDR

Find Files that match these search criteria:

—  File pame: I LI Text or property: I LI Eind Mows |
Files of bvpe: |Micrasoft Excel [+, xls) Last modified: Ian':.f tirne LI Mew Search |

Microsoft Access (F. mdb;™ . mdw;* . mdia;
Y

k Files (bt T = ~ E kvpes, run the Setup program, click Add/Remove, Data Access,
£ the Office 97 WaluPack.

i £
HTML Drocurmne

5 dBASE 11T (%, dbF
4 File{s) Faun dBASE TV I:l:*.dbf)}

L . . . . | B B
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27.Now, still in ACCESS database. A dialog box will appear like this one.

%@, Microsoft Access

” File Edit Yiew Insert Tools ‘Window Help

DEE@R % | 4en ol
B Import Spreadsheet Wizard E3

L T Wicrosoft Access can use your columin headings &= field names for your table. Doss the first row

zpecified contain column headingz?
Tables |

Eoala=r =gl

[¥ iFirst Row Contains Colurmn Headings

Daka_Enkry

Dakta_Enkry_Te

Dovrload Ence

Inwaiceskatus

Ockpegool

Encounter ID |LGA |Field3l Casze Manager [Client ID

Paste Errors 4 17699060 34 ATEIN B7124518F |«

thiCaseManag | 27093720 34 ATTBIN B4201390F

blLocati 3 jzr14230 34 BATLEY CEE172486
meaten (4 3521620 34 ATBIN 618174222

thloption (5 |r352990 34 ATTBIN EO0Z065196

= b Tvn | B]3D26970 34 ATTBIN E7148785F

[l thlProgramTyp (7 5005350 34 [3400-01-24 [SHIM 554371413

g 2400271 DLAMIT

Cancel Finizh

|Im|:u:urt Spreadshest Wizard l_ W l_ “Z
| e | Slaltl =% Saplpd log - | o Mailbos - A | ﬂ S4F Logaon-... | ¥ Microsoft W | A% Microzoft Ex. .. ”% Hicmsull\.. |“{'}M@EE@ 345 P

28.Click on the box that says, “first row contains...” This will not include the headings if you
are trying to append the file to an existing table already. For a new table, d§ not click the
box, the heading will also be transferred to the database table. Then click next.

TIP: If you have an existing table you wish to add the data you are trying to append, make sure
the columns have the same heading and they are in the same order as the existing table.
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29.Determine if you will store your data in a New Table or to an Existing Table. For existing
table, you will need the table name. Then chlick which one you prefer. Then click next

&, Microsoft Access

” File Edit Wiew Insert Tools Window Help

o E S = e X - | mm | B -l

B Import Sprea eet Wizard

gEH tcm_template - D

Tables I ke to store my data...

Daka_Enkry
Drata_Enkry_Te

Drovenload Ence

I an E xisting T able: |

InvoiceStatus
CickpogOOol

Paste Errore Encountexr ID Case Manager (Client ID

7699060 E] AUEIH 27124518F

tblCaseManam FO0233720 ATBEIN 242013290F

- 2614230 BAILEY CE2172486

2521620 IAUBIH 512174222

tblOptionl 2352990 IAUBIH 03065196

2026970 IAUBIH 27148785F

SO005980 3400-01—-24 |[SHIH 554371413
2400271 OLAMIT

]

Cancel < Back I MHewmt = I Finish

tblProgramTyp

|Im|30rt Spreadsheet Wizard | LI s
| b= 1| Slartl % Saplpd.log -I B Mailbox - .-'1'-.n...| d SAP Logon-...l T Microzaft \.-'\.-"I =T Microsoft EH...I IT% Microsoft . |“{}3M<E|§E@E 4:13 PM |

30.The next dialog box that will appear will give you an option to modify your fields. When
you are done modifying the fields, click on Next.

&, Microzoft Access

” File Edit View Insert Tools ‘Window Help

Mz daealy tam oo m s - | %0 | et | 22 20 - | (2

belov. “r'ou can then modify field information in the ‘Field Options' area.

Tables |
— Field Options

Draks_Enkry Figld Mame: |M|ﬂ Diata Tvpes [Diaubls

Craka_Enkry_Te Indexed: [Yes [Duplicates OK] ] T Donot\impart field [Skip]

Dovenload Ence
InwvoiceStatus \
Cickpoglo01

Case Manager [Client ID
Faste Errors 7 BUBIN B7124510F
thlCaseManag: | ATEIN 54201390F
thiLocation ; BAILEY CES17Z2486

BUTEIN 16174222

thlCption IATEIN 032065196
IWTEIN 27148785F
2400-01-24 ©SHIM SS4371413

tblProgram Ty

OLAMIT

< Back I ﬂer I Finizh

|Import Spreadsheet Wizard I O T !
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31.Next is a window for formatting your access data file. After formatting click Next.

%@, Microsoft Access

” File Edit Wiew Insert Tools ‘Window Help

0= W@k e ke stol 5 o = e e & -] G
Microzoft Access recommends that you define a primary key for

. L= your new table. A primary ke iz uzed to unigquely identify each
Tables |

W record in pour table, [t allows wou toretrieve data more guickly.
HHR HRN HEE

% Let docess add Primany Key.

PG P e

Daka_Enkry HHI MY HH

WA HER RRR A
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TIP: No primary key is a preference based on TCM database.

32.Click Finish when done. This concludes your downloading process.

%, Microsoft Access
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g tem_template : That's all the infarmation the wizard needs o impart wour data.
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[ | would like a wizard to analyze my table after importing the data.

[T Display Help after the wizard iz finizhed.
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